
 
 

Incident Command Application System (ICAP) 

Incident Commander User Guide 
 

This short guide will show Incident Commanders and staff how to post positions 

available and select applicants. 

 

The ICAP system was developed to facilitate Incident Command Teams filling positions.  

IC Teams may use the system to identify which positions they need to recruit for, list 

applicants and their qualifications, and select applicants for a position as a primary, 

alternate, trainee, job share, and/or apprentice.  Teams have full control over how many 

positions to advertise, (or all), how many applicants may fill a position, and the type for 

each applicant (Primary, Alternate, Trainee, etc).   

 

ICAP is a web based system.  No software is necessary to download and install.  Access 

to the system is controlled by the USDA eAuthentication Security System.  While this 

system is managed and used by all USDA agencies for payroll and retirement 

information, anyone may request access.  EAuthentication has passed USDA CIO 

Certification and Authentication.  Further information is available upon request. 

 

ICAP is run and managed at the USDA National Information Technology Center (NITC), 

Kansas City, Missouri.  NITC has passed USDA CIO Certification and Authentication.  

Instructions for creating a eAuthentication account and requesting access to ICAP may be 

found in the document ‘eAuthentication Account Creation.doc’. 

 

Once you have created an account, go to the web site: https://fireportal.usda.gov 

 

This portal is used to access the many web applications and information hosted by the 

PNW Fire and Aviation Staff, with ICAP being one.   

 

The first time in you must request access to ICAP.  Select Request Access to a system 

from the Fire Portal menu.  Select ICAP.  You will automatically be granted access, and 

you will see the ICAP menu item.  Select that and you will enter and use the ICAP 

system.   

 

For access as an IC or GACC Coordinator you must provide a reference contact to Dale 

Guenther, 503-808-2188 or dguenther@fs.fed.us. 

 

 

https://fireportal.usda.gov/


 

 

 

Using ICAP for Team Selections: 

 

1. From the Home screen select the IMT Roster Tab. 

 

 

 

2. Clicking on the Position link will open the screen for this position for your team. 

 

 
 

Comments may be entered.  They can only be viewed by you, or others granted IC 

access to your team. 

. 

Selecting Status ‘Open’ will then allow the position to be viewed by applicants as 

open, and they may apply to it.  To close a position, return to this screen and select 

‘Close’.  Applicant may no longer apply.  You can open and close any number of 

times.  Applicant will be retained if they applied.   

 



NOTE: To open or close all positions click the appropriate link at the top of the page 

under the IMT Roster tab.   

 

 

3. Clicking on the ‘Select Applicants’ link will allow you to see all applicants who 

have applied, and their preferred status for the position. 

 

 
 

4. Selecting the applicant name will show the applicant’s contact information, job 

qualifications, and history for this position. 

 

 
 

 

 



5. Coming back to the ‘Select Applicants’ screen, you can change the applicants 

status for this position by clicking on the ‘Change’ button.  When the applicant 

applied they selected how they wanted to be considered.  In your selection for this 

position you may select who is the primary, the alternate, trainee, etc.  If you select 

more than one Primary applicant, you will then be ‘filling’ this position with more 

than once.  For example you may elect to have many people as Division Supervisors. 

 

 
Note: The ‘Change’ button will only display when the position is closed.  This is to 

ensure selections are made only after applicants have applied. 

 

Also note that if an applicant has been selected by another team in your GACC the 

‘Change’ button will not display.  This is to prevent an applicant from being selected 

for 2 positions.  A GACC Coordinator may still choose or change the applicant status 

for selection. 

 

If an applicant is selected for a position in another GACC, that GACC and team will 

be displayed in the Team column, and the ‘Change’ button will still be available for 

you to select this applicant in your GACC. 

 

 
 



To select an applicant for a position chose the Select in the Selection pulldown.  The 

applicant will then be placed in your team’s roster, and they will not be available to 

any other teams or positions by ICs.  A GACC Coordinator may still choose or 

change the applicant status for selection. 

 

 
 

When selecting or not selecting an applicant you may choose to have an email sent to 

the applicant.  If you chose to select the applicant an email will be sent congratulating 

them and describe the team and position they have been selected to.  If they are Not 

Selected then the email will explain they were not selected for the team and position, 

and they are then placed in the applicant pool, and available to other ICs. 

 

6. Managing the Pool for a position.  A ‘pool’ for each position on a team is available 

to manage applicants between teams. 

 

An applicant may apply to a position on a team(s), or to the pool for that position.  If 

they apply to a team only that IC will see their application and select them.  If they 

apply to the pool for that position then all ICs may locate and select them from the 

pool to their team.  Only one IC may select them, as they are then removed from the 

pool. 

 

 
To access the pool for a position click on the link ‘View Pool’.  The number in 

parentheses indicates the current number of applicants in the pool for this position. 

 

 



 
To select an applicant from the pool to your team, click on the link Select from Pool.  

Once this is completed the applicant will no longer show in the pool for other ICs to 

select from. 

 

GACC administrators also have the ability to Remove an applicant from the pool.  

This is essentially removing the applicant from all considerations for this position.  

They may also email the applicant to advise them they are still in the pool for 

consideration for selection to a team. 

 

 

7. Selecting the ‘Report’ tab at the top will present a list of reports available. 

 


